ELECTRONIC CASE FILING
CM/ECF

User’s Manual

District of Nebraska
(Revised January 2003)



Table of Contents

LCTS LA L To B =T (= o OSSR 3
gL oo (1T o o IO PSSR 3
HEID DIESK ... oo eee e ee e e eeeeeeseeeesseesseeee e se s eeen eeee s eeeeeseseseeseeesseeeeeees seeeeeeeeeneseseseeenn 3
ECF System CapahilItIES........coceuereeieieieeerees ettt st seeseeae e eaesee e eaeseesesbe e seebeseesesseneeseasesesseneanan .3
RS0 [U T 0101 01T USRS 4
Hardware and SOftware REQUITEMENES ..........ciiiiiireiriees ettt see et £eesbeseeneseeseeaeseeneesesees 2eneseenens 4
PACER REQISIIALION ...ttt ceeteseeieseeneetesee e steseeas saesesaesseseeaeseeneeseaeeaeaes seeneeseseesessenessessesessanes sesben 4
RegiStering fOr ACCESSTO ECKR....... .ot ettt see e et esesbesbe e et et e e ene e ebesbeseeneeneeneneas 5
= o= = 4 o PSS .6
Setting Up the ACrobat PDF REAMEN .........ociieieeieecese et e s seveste e saesaenae e s e sneste s sseneenensens 6
Portable Document FOrMBEL (PDIF) .........oiiieieieiiiseit crteieeeese st e e e e ene stestessessesaesessessessesteses saeneesensesseses 6
HOW t0 VIBW @ PDF FIlE......oiii e et s .6
How to Convert DocumentSto PDF FOMMEL ..........cccciviiiiiiiiiniis s s s 6
2 TS o USSR 8
L0 g1 = = ot (0] LTSS 8
Conventions USEd 1N thiS IMANUAL: ..ot et e et et eae s besbeseen seneenesaesaeseens 8
DOCUMENES FITEA TN EFTOT ...ttt ettt sttt besbe e e e e seebesbesaese seemseaeeaesbesbesseneeneanens 8
AV L=V L aTo Rl =015 ok o T o o PR 9
USEI S IMIANUAL ...ttt ettt ettt ee s £este e et e aeebeebeseese e e emees £eaeeae et e be e e e eneabeebeseees 2seneeneeneens 9
F NS = o 2 VS = o TN U o = USRS 10
HOW 10 ACCESS the SYSLEM.....eceeeeeeie ettt sttt et saeseesestestestesseaesessesses estesseneeneesenrensesenns 10
oo o 1 1o 8 1 o TR 11
SElECHNG ECH FEALUIES........ecteiteseeeeiesteie st stestesee e ste s e s e saeseeseeses essessessanseseesessestestesaes seneesensesesssensesensensensens 12
CIVII EVENES FEALUN © ...t ettt saeeteste e et eae et e ebeseeseeaes e eae st seenbenseneeneeseebesees £eeensenesaeses 13
General Rules and ManipUIBLTIONS........cceeeuirieierieieee ettt ceae bt saeseesee e et s aesaesbes 2seneenesseneas 13
MaNIPUIBLING ThE SCIEENS ...t ettt ae st es £eaesee e be e eaesbe e ebeseene et £eseneebeseeneseanesneneesenen 13
COITECHING AMISIAKE! ... ittt st ettt e et te e e saeeesesseseesesesesaeneeeeaes seebesseneeseasesesseneesessenes sens 13
SIgNatUres; AffidaVITS OF SEIVICE. ... .o.ii it ettt see e et se et a e et st e e b e seeaeseeneeseaeenas 13
Filing @ Civil COMPIAINT ......c.oiuiieii e et et et sa et b e et et ebesbesees £eeeneeaesaeseesseneeneeneens 14
Filing DOCUMENES FOr CiVil CaSES.......eiuirieieeeeeeeetesie ettt es bt stesee e e e se e saesaesbe s 2ee e eneereneas 14
1. Select the type of dOCUMENE 10 FIl ... e e e eenas 15
2. Enter the case number in which the document iSto be filed. ... e e 16
3. Designate the party(s) filing the dOCUMENL...........c.o i et e 16
4. Specify the PDF file name and location for the document to befiled. ... 17
5. Add attachments to documents being filed ...t i
When attachments and exhibits are in paper fOrMEL............cooe e e e
6. Modify docket text

8. Notice of Electronic Filing
E-Mail Natification of Documents That Were Filed

CrimiNal EVENES FEALUN . .uveueceecee et ieeeees sttt sttt et ettt e e seeaeesesteseeseeeesessensesaes estessenseseesesteseensanennens sesessens
Filing Documents for Criminal CasesS.........uveiereeierisiere cereeseeesestesteseesesse st setessessesessessessessessesenss seessensen
1. Select thetype of dOCUMENE L0 fil€.....civiiiici et e e eereeens
2. Enter the case number in which the document isto be filed. .........ooeoreiinie e 27
3. Designate the defendant(s) that the filing relat@St0. ........cccceiiiricieieies e s 27
4. Verify the case number and Caption are COIMECL. .......c.cviviiiierieirieiet ettt e aese e e s s 28
5. Designate the party(s) filing the OCUMENT...........cviiiiiiciiis et et saeeeaens 28
6. Specify the PDF file name and location for the document to befiled. .........cccoovveiiivciis v 29
7. Add attachments to documentS bEING fIllEd ........c.cviiiiiiicicis e e 31
When attachments and exhibits are in paper fOrMEL...........cooeiiieiiiireies e e saeeenens 32
8. MOCITY HOCKEL TEXL ......vevieeiiieeetiieistei ettt et e te s b e e te st e s ae e e sesaes sesesbessesessesessensesessanens oan 33
9. SUBMIt thE PIEAHING. ....eiveeiiiiiciie e e ettt st e e b e st e e s £eteseebesaesesbeseesesaeseabans 33
10. Notice Of EIECtrONIC FilING....cccciiieiiieieiiieiitis ettt setesae e sae e sesaesesbe e sse s ssesessensssesesens 35
E-Mail Notification of Documents That Were Filed ... e vt 36
AdA/Create aINEW Py .....cc.ceeeciieeseseeees ettt saes seseetesteseesseaeseesessestens sseneeseesenseseeseensesenses 36
Linking Documents (Refer t0 eXIStING EVENL) .....cucieieicese e s e e sresseae e e ens 38
QUENY FBALUI @ittt ettt sttt h et ae s £esheeaeebeehe e e e eheeaeeseeeae 2 beeheeaeeaaeeaeeseesaeenbesbes neeebeanseseesneenbenbenas 40
AATEOINIEY ..t ettt ettt sttt be 22t e bt eaeeseeshe e s beeb e e Rt e ebe eeeEeeheeaEeeEeeat e bt eReeeeeh £eabenbeeneentenaeeneas 42
CBSE SUITIMIANY ...ttt ettt et et e eatete bt et e besae e e e sheeaes Sheeae e bt eheaeeeaeeaeeseeehean £eeheaaeesaeeaeesbesheeabanbeens 2abesneaneens 42
DEBAIINEY HEAMNGS. ...ttt ettt ettt et aeebe et £tese e e eaeebesbesee s eneeaeaas sheebesteseneeneesesbeseeaeanen eenes 42
D00 (= B L= oo i PO RS 43

CM/ECF User’s Manual (January 2003) 1 Nebraska District Court




HiSLOIY/DOCUMENES........etieeeeeeeie et ettt sb ettt st bt £tese et eheebesbese e e eseeaeaae Shesbesbeneeneeneebesbeseeneanes enaes 44

ONEE QUEKTES. ...ttt ettt et et e st e st et e s te et 2esbeete e e e ebeaeessesbeestests sasesseeseessesbeessetesseanses eensessesneans 45
REPOMS FEALUI ...ttt ettt sttt e abeesate et e e sbeesae e sabe e abees eesabeesbeesaeeease e beesseesas £enbeesbeesarennreenees 45
DOCKEL SNEEL......c.eevieeieieierie e ettt ettt ettt e e b e st see £eseebese et e neebe e ebe st sbenenee e seebesenbeneas 46

(O LY @SS = oo T 47

L0 LT L=y == U =T TSR 48
D0 | oo U o | SRS 49

MEINEAIN Y OUF ACCOUNL ....eneeiiteiete ettt cete et see e teseeaesee e be s 2seeaeasesesbeseeaeaseseasaneess saesseseseneesenseseseanessenen 49

A L= Y A o I I =T = o o] N oo SRS 51

MISCEITANEOUS.........eeueiiie ettt ettt et et et e et satesbeeseebesseesesbeeaaestes eenteaseensesaeensestesteensens sesesnennsens 53

0o o1 | P 53
Additional Information Regarding ECHE ....... ... e et s e e et s 2ee e nesreseas 53
SEAIEA DOCUMENES ...ttt ettt et e et e s e e sae st sestesbeeaeessesaeesesteessests saeensesseensesresssestesseensen eenees 53

CM/ECF User’s Manual (January 2003) 2 Nebraska District Court




Electronic Case Files System

User’s Manual
(Last revision: February 2002)

Getting Started

Introduction

This manual providesinstructions on how to use the Electronic Filing System to file
documents with the court, or to view and retrieve docket sheets and documents for all
cases assigned to this system. Users should have a working knowledge of Netscape and
Adobe Acrobat.

Help Desk

Contact the Court’s Help Desk between the hours of 8:00 A.M. and 4:30 P. M.,
Monday through Friday, if you need assistance using ECF.

Toll Free Help Desk — Omaha 1-866-220-4381, option O
Toll FreeHelp Desk — Lincoln 1-866-220-4379, option 2
OR

E-mail: ecfhelp@ned.uscourts.gov
ECF System Capabilities

The electronic filing system allows registered participants with Internet accounts
and Netscape software to perform the following functions:

Open the Court’s web page
View or download the most recent version of the User’s Manual
Sdlf-train on aweb-based ECF Tutorid

Practice entering pleadings into ECF using a“training” database
that is similar to the official live ECF database

Electronically file pleadings and documents in actual (“live”) cases
View official docket sheets and documents associated with cases

View various reports for cases that were filed electronically
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Requirements
Hardware and Software Requirements

The hardware and software needed to electronically file, view and retrieve case
documents are the following:

A personal computer running a standard platform such as
Windows, Windows 95 or Macintosh

An Internet provider using Point to Point Protocol (PPP)
Netscape Navigator software version 4.5, 4.7 or 4.76.

Software, such as Adobe Acrobat Writer or pdfFactory, to convert
documents from aword processor format to portable document
format (PDF).

A scanner to transmit documents that are not in your word
processing system. Note: Thiswould only be used for
documentsthat cannot be produced electronically. Scanned
documentslessen the level of service we provide by slowing
down the entire system. We are moving away from the
utilization of scanned documentsinsidethe Court and are
asking you to do the same when possible.

* Due to security, a session can only be established using Netscape
Navigator 4.5, 4.7 or 4.76. DO NOT USE America On-Line’s version of
Netscape Navigator, or aversion of Netscape Navigator lower than 4.5.
As of this date no version of Internet Explorer is certified as compatible
with CM/ECF system. Use IE at your own risk.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query
and Report features of the ECF system. If you do not have a PACER login,
contact the PACER Service Center to establish an account. Y ou may call the
PACER Service Center at (800) 676-6856 or (210) 301-6440 for information or to
register for an account. Also, you may register for PACER online at
http://pacer.psc.uscourts.gov.
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Registering for Access to ECF

Participants will need to register with the courts to receive alogin and password
for the CM/ECF system. Registration forms can be obtained on our web site at
http://www.ned.uscourts.gov/cmect/ or by calling the court.

Compl eted registration forms should be mailed to:

U.S. Courts

District of Nebraska

Attn: ECF Attorney Registration
111 South 18" Plaza, Suite 1125
Omaha, NE 68102

Once an account has been established, your login and password will be sent to you
by the Office of the Clerk by regular, first-class mail.

Registered users can visit atraining version of the system on the Internet at
https:/ecf-train.ned.uscourts.gov to practice ECF activities. We strongly
recommend that registered users practice in the “training” ECF database before
filing documentsin the “live” ECF database.
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Preparation

Setting Up the Acrobat PDF Reader

Users must set up Adobe’s Acrobat Reader software in order to view documents
that have been electronically filed on the system. All pleadings must befiled in
PDF format. When installing this product, please review and follow Adobe’s
directionsto utilize Acrobat Reader after installation.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the court
using the ECF system. Before sending the file to the court, users should preview
the PDF formatted document to ensure that it appearsin its entirety and in the
proper format.

How to View a PDF File
Start the Adobe Acrobat program.
Go to the File menu and choose Open.
Click on the location and file name of the document to be viewed.
If the designated location is correct, and the fileisin PDF format,
Adobe Acrobat Exchange loads the file and displaysit on the

screen.

If the displayed document is larger than the screen or consists of
multiple pages, use the scroll bars to move through the document.

Click on the View menu for other options for viewing the displayed
document. Choose the option that is most appropriate for the
document.

How to Convert Documents to PDF Format

Y ou must convert all of your documentsto PDF format before submitting them to
the Court’s Electronic Case Filing (ECF) system. The conversion process
requires special software such as Adobe Acrobat Writer or FinePrint pdf Factory.
WordPerfect versions 9 and 10 have Acrobat Writer built-in and can also be used
to convert documentsto PDF.
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Using any word processing program:
Install Acrobat Writer or FinePrint pdfFactory on your computer

Open the document to be converted

Select the[Print ] option (generally found in the File menu) and in
the dialog box select the option to change the current printer. A
drop down menu with alist of printer choicesis displayed.

Select Adobe PDFWriter or FinePrint pdfFactory*

“Print” the file. The file should not actually print out; instead the
option to save the file as a PDF format file appears.

Save PDF File As 2 x|
Save in: | ‘23l PDF files - & ® ok @
_lAutoSave:

File name: IEEF Manual pdf Save I
Save az lype: IF'DF files [.PDF) LI Cancel |

Edit Dacurment Infa. | |- Yiew POF File

Make a note of the file location so you can find the document later
when you are ready to upload it. Change the location if necessary
by clicking in the “Save in” area of the window.

. Name thefile, giving it the extension .PDF and click the [Save]
button.

Depending on the word processing program being used, it may be necessary to find the
printer selection option elsewhere. At that point, change the printer to Adobe
PDFWriter, and follow the directions above.

*You must have either Adobe Acrobat Writer or FinePrint pdfFactory installed on your
computer to see these choices listed.
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Basics

User Interactions
There are three general types of user interactions allowed by the system:
Entering information in datafields
Using command buttons to direct system activities
Mouse-clicking on hyperlinks
Conventions used in this Manual:

Datato be entered by the user is shown enclosed in angle brackets: <data
to be entered>.

Command buttons are represented in this manual in [bracketed boldface
type].

Hyperlinks are represented in underlined boldface type.

Documents Filed In Error

A document incorrectly filed in a case may result from @) posting the wrong PDF
file to adocket entry; b) selecting the wrong document type from the menu; or c)
entering the wrong case number and not discovering the error before completing

the transaction.

To request a correction, telephone:

Toll Free Help Desk—Omaha 1-866-220-4381, option O
or
Toll Free Help Desk—L incoln 1-866-220-4379

as soon as possible after an error is discovered. Y ou will need to provide the case
and document numbers for the document requiring correction. If appropriate, the
court will make an entry indicating that the document was filed in error. 'Y ou will
be advised if you need to re-file the document. The ECF system does not permit
you to change the misfiled document(s) or incorrect docket entry after the
transaction has been accepted.
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Viewing Transaction Log

Thisfeature, selected from the Utilities menu alows you to review all
transactions ECF has processed with your login and password. If you believe or
suspect someone is using your login and password without your permission,
change your password immediately, then telephone the Court’s Help Desk (see p.
2) as'soon as possible.

User’s Manual

Y ou can download or view the most recent version of the ECF User’s Manual (in
PDF format)from the District Court’s web page. Enter
http://www.ned.uscourts.gov , when the court’s web page opens, click on the
Electronic Case Filing hyperlink.
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A Step-By-Step Guide
Below is a step-by-step guide for entering the system, preparing a document for filing,
filing amotion or application, and displaying a docket sheet. We suggest that you go
through the steps on the training data base before trying to actually file a document.
How to Access the System

Users can get into the system via the Internet by going to

http://ecf.ned.uscourts.gov

Or, you may go to the District of Nebraska’s Web site at www.ned.uscourts.gov
and click on the Electronic Case Filing hyperlink.

Click on District of Nebraska-Document Filing System to open the login screen
and login to ECF.

Users can access the Training Database by going to

http://ecf-train.ned.uscour ts.qgov
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Logging In

The next screen is the login screen.

ECF/PACER Login

Notice
This i 2 Repticted Web Sie for Officia Cowt Busamse ooy, Unssibonosd sairy ic poobiaied s
ackysct o pregecohien vader Tille 1F of the V.G Code, Al activities wnd access attempty are lgpsd

Instructions

Enter your ECF besin and poewrnrd For slectrome Bling eapabiitior 100 do net o flwg
capahibee, enter your FACER bgin and ges earond. 10y do not baee & PACER logn, contace the
PACER Serwice Center to establith an arcoont. Vo way regester anline at

hitp:Tpacery sscourts. gov or call e PACER Servica Cenber at (300 6756356 or (2100
0L-gA0

In the future an access fee of §.07 per page, as approved by the Judicial Conferensce of the Thoted
States uf ke Septamber 1998 esrtion, will be aseegsed For accees ta fhe cervacs. A0 waorine wil te
charged to your PAZER accoont. 10y do nuot eeed filg capabdiies, eoter your RACER logn end
passweord The Chent code is prowided to the PACER user & @ means of rackng transactons by
chent Thes code can be up to fhurdy tao alphanumenc characters loog

Ll vt catban
Lagin [

Prazaword

clicet coda: |

Losgn Claar rg

OB har been tesied esd works correcily with Meiscapr 4.5 esd £ 71

Enter your ECF Login and Password in the appropriate data entry fields. All ECF
login names and passwords are case sensitive.

Note: Useyour ECF login and password if you are entering the system to filea
pleading or to maintain your account. If you only wish to enter ECF to
guery the database for case information or to view a document, enter you
PACER login and password. Beginning July 2002 you will be charged a
fee to view ECF case dockets and documents.

Verify that you have entered your ECF login and password correctly. If not, click
on the [Clear] button to erase the Login and Password entries and re-enter the
correct information. After you enter the correct login and password information,
click on the [L ogin] button to transmit your user information to the ECF system.

. If the ECF system does not recognize your login and password, it will
display the following error message on a new screen.

Login failed either your login name or key isincorrect

-

o Click onthe [Back] ' Eack  button in your browser and re-enter your
correct login and password.
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Oncethe Main Menu appears, choose from alist of hyperlinked options on the top bar.

LL%, Dstrict Courd
Yersion 1 (R} - District of Nebraska

[Eer faciity o for Gfffcrall Chuet Burinerr anls, Aoy o and froa doe o & logeed. Docoaes? Shopr c drir gpaben anr subsect ko Sirderal Rder 3 Chel Broceduse 800 Buaderce o smauthormed
b LT ey el b EOATREAT 10 L QRSN L ea s ol

Wealzame do Mee THE Daniacl Chunt o the Forman | (B2 - Diskict of hebroska Sectmric Desmnen! Filing Sl Thiy poge 5 R fae une & alioraas amd firss sartiscinaing o thr slochromic fiteg
Fprizn Tha mork recan! vernion of e Mekrcapr broresar aud tar Adoks POF readir com by abéaired by ralaciing i MercapalPOF dritisgr cplice Bried Balow

Wt sk dervoa_fepir widh the savigeonn copabiiiies afpawr Murcape broreer. Sdeal roren asedaps in fis spaben ara 5008 ke provide a saall iep fraee e Meiape. Bnree Nelsoape ¥
e copality fGr now nrvipation b

Moo PO Seitiey

Wt Lo CA-2-20000 T80

st b

Note: The date you last logged into the system appears at the bottom left corner of this
screen. Y ou should review this information each time you login for security
reasons. If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please telephone the court’s
Help Desk (see p. 2) as soon as possible.

Selecting ECF Features

ECF provides the following features that are accessible from the Blue menu bar at the top
of the opening screen.

Civil- Select Civil to electronically file all civil case pleadings, motions, and
other court documents.

Criminal- Select Criminal to electronically file all criminal case pleadings, motions,
and

Query- Query ECF by specific case number, party name, or nature of suit to
retrieve documents that are relevant to the case. You must login to
PACER before you can query ECF.

Reports Choose Reportsto retrieve docket sheets and cases-filed reports. You
must login to PACER before you can view an ECF report.

Utilities- View your personal ECF transaction log and maintain personal ECF
account information in the Utilities area of ECF.
L ogout- Allows you to exit from ECF and prevents further filing with your

password until the next time you log in.
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Civil Events Feature
Registered filers will use the Civil feature of ECF to electronically self-file and docket with the
Court avariety of pleadings and other documents for civil cases. Seethelist of ECF documents
at the back of thismanual. This section of the manual describes the basic steps that you need to
take in order to file a single motion with the Court. The processis consistent regardless of the
event.
General Rules and Manipulations
Manipulating the screens
Each screen has the following two buttons:

M clearsall characters entered in the box(es) on that screen.
Next | . Submit

accepts the entry just made and displaysthe
next entry screen, if any.

Correcting a mistake:

e

4 £ A 4 » W S A F

Back Forward  Reload Hame Search  Metzcape Frint SecLrity Stom

Usethe B22k " button on the Netscape toolbar to go back and correct an entry
made on a previous screen. However, once the document is transmitted to the
court, only the court can make changes or corrections.

Signatures; Affidavits of Service

Documents which must contain original signatures or which require either
verification or an unsworn declaration under any rule or statute, shall be filed
electronically with originally executed copies maintained by the filer. The
pleadings or other documents electronically filed shall indicate a signature, e.g.,
“g/Jane Doe.”

In the case of a stipulation or other document to be signed by two or more
persons, the following procedure should be used:

(a) Thefiling party or attorney shall initially confirm that the content of the
document is acceptable to all persons required to sign the document and
shall obtain the physical signatures of all parties on the document.

(b) Thefiling party or attorney then shall file the document electronicaly,
indicating the signatories, e.g., “s/Jane Doe,” “s/John Doe,” etc.

(c) Thefiling party or attorney shall retain the hard copy of the document

containing the original signatures after the case ends, at least until the time
for al appeals has expired.
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(d) A non-filing signatory or party who disputes the authenticity of an
electronically filed document containing multiple signatures or the

authenticity of the signatures themselves must file an objection to the
document within ten days of receiving the Notice of Electronic Filing.

Filing a Civil Complaint
The Court will accept complaints sent by e-mail, sent by U. S. Mail, or delivered in
person to the Clerk's office. If you e-mail your complaint, it must be in PDF format and
sent to one of the following addresses:

newcases.omaha@ned.uscourts.gov

newcases.lincoln@ned.uscourts.gov

newcases.northpl atte@ned.uscourts.gov

Present the Clerk’s office with a Civil Cover Sheet (JS-44c) and the complaint which
lists the case party information and a check, money order or credit card in the amount of
$150.00, OR e-mail the civil cover sheet, complaint and pay the filing fee over the phone
by credit card.

A complaint received by the Clerk’s Office before 2 p.m. will be filed and placed on the
System that day; a complaint received after 2 p.m. will be considered filed that day, but
will be uploaded to the System no later than 4:45 p.m. on the next regular business day.

Filing Documents for Civil Cases
There are eight basic stepsinvolved in filing a document:

1) Select the type of document to file (see Attorney Event Menu);

2) Enter the case number in which the document is to be filed;

3) Designate the party(s) filing the document;

4) Specify the PDF file name and location for the document to be filed.
5) Add attachments, if any, to the document being filed.

6) Modify docket text as necessary

7) Submit the pleading to ECF

8) Receive naotification of electronic filing
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After successfully logging into ECF, follow these steps to file a pleading.

1. Select the type of document to file
Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying all of the events from which you may choose for your filing.
This section of the User's Manual describes the process for filing aMotion in ECF.
The processis similar for filing other pleadingsin ECF.

Click on Motions, under Motions and Related Filings

Criminal
Civil Events
Initial Pleadings and Service {Other Filings
Complants and Other Inbating Documents  ADE Documents
serice of Process Wotices
Anzwers to Complaints Trial Documents
Other Answers Appeal Documents

Cither Documents

IIotions and Related Filings
Ilotions
Eesponszes and Eeplies

The M otions screen appears and displays a motion selection field with a scroll bar
next toit. Scroll through the menu until you find the type of motion or application
you wish to file.

Criminal

Motions

Leave 2]

Mizcellaneous Relief
Mewy Trial

Feppaaat Injunction
orelminary Ir|. inction

s“ &
Frotective Order
Reassign Case =

Mesxt | Clear |

For demonstration purposes, highlight Preliminary Injunction and click on [Next].
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Note: To select more than one motion, press and hold down the Ctrl key, and click on
each of the desired multiple forms of relief.

2. Enter the case number in which the document is to be filed.
A new Motions screen opens with a Case Number field. Enter the number of the case
for which you are filing a motion and click on [Next].

Criminal Query Reports

Motions

Case Number

"30‘101 Q12345 1:99-0vw-12345, 1-09-0w-12343, 99cvl12345, or 1 99cvl2345

Mext | Clear |

If the number is entered incorrectly, click M to re-enter. If the computer

Back

prompts that you entered an invalid case number, click on to re-enter.

When the case number is correct, click on —

3. Designate the party(s) filing the document

Criminal Query

Motions
200-cv-00101 Solich v, Stoops

If the name of the filer does not appear below click on Add/Create New Party.

Select the Party:

Frank Solich [Plaintiff] =] AddiCreate NMew Party

Bob Stoops [Defendant]

Next| - _Clear | k

Highlight the name of the party or parties for whom you are filing the motion. 1f you
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represent all defendantsor all plaintiffsyou may select the entire group by holding down
the control key while pointing and clicking on each party of the group

After highlighting the parties to the motion, click on the [Next] button.

Note: If your party does not appear, see the section of this manual titled Add/Create
New Party.

4. Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screen to display anew
M otions screen depicted below. ECF displaysafield for locating and entering the PDF
file of the document (pleading) you are filing in ECF.

Note: It isimperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to filein ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unable to retrieve and read your document from within ECF.

Criminal

Motions
8:00-cw-00101 Sclich v. Stoops

Select thr;[pdf document (for example: CA19%cw501-21 pdf).

Filename

" Browse... |

Attachments to Document: & Mo © Yes

Mesxt | Clear |

Click on the [Browseg] button. ECF opens the following screen.

CM/ECF User’'s Manual (January 2003) 17 Nebraska District Court




File Upload EE

Look ift | 3l FDF Fies =l ﬁl

Filz name: | Open I
Files of type: IHTML Files i Cancel |
o

Change the Files of type from:

Files of type:  [HTML Files =l

to:

)
Filez of ype:

Navigate to the appropriate directory and file name to select the PDF document
you wish tofile.

Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click onthe highlighted file name to open aquick menu and left mouseclick
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. Y ou should view it to verify that it isthe correct

document.
File Upload
Look in: | 3 POF Files =l

{001 01 mation

Select

Prirt lg

Bfl Addto Zip

Once you have verified the document is correct, close Adobe Acrobat and click on
the[Open] button. ECF closesthe File Upload screen and insertsthe PDF file name

and location in the M otions screen.
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Criminal

Motions
B:00-cw-00101 Sohch v Stoops

=elect the pdf document (for example: CA19%9cw201-21 pdf).

Filename

IC:"-.I-I'_:,F Docuwentsh PDF FileshY0OcwiOimo | Browse...

Attachments to Document: & Mo © Yes

Mext Clear

%

If there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 6, “M odifying Docket Text,” to proceed with your
filing.

If you have Attachmentsto your motion, you will select [ Y es] on the screen depicted

above. Click on [Next] and proceed to the first step in Section 5, “Adding
Attachmentsto Documents Being Filed”.

In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error message after you click on the [Next] button.

Query . Reports . utilities

Motions
1-01-04011-PLF DEWITEIA EICH et al v. ARLENE ACEERMATT et al

< ERROR: Document iz not a well-formed PDF document (no further information is available).
\

ECF will not permit you to select afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the M otions screen. Select and
highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File
If you fail to select a document to file with your pleading, ECF will display the error
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message depicted below.

ecl-train_ned.uscourts_gov - [JavaScript Application] [E3

& Mate: ¥'ou have not selected a docurment.

If you click [OK] from the screen depicted above ECF will returnyou to theM otions
screen. Y ou cannot proceed without attaching a PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, anew M otions screen appears.

Select one ar more attachments
15 Enter the pdf docusnent that comtaine attachrment (for exampls: Oappendin pd)
Filename

| Brovse..

2 At your ophon, select a document type andfor enter o descnphon
Type Deseription

[ =l

3) Add the fSename to the ket b below. 1 you have mone attachments, go back to Step 1. When the Bt of flemanes = complete, cick on the Want buten

- Al o List
= R o froam List I
Haxt I

Click on [Browsg] to search for the document file name of the attachment.

Next to thefield for attachment Type, click on the arrow and ECF opensapulldown
screen. Highlight the type of attachment from the displayed selection.

To describe the attachment more fully, click inthe Description box and type aclear
and concise description of the attachment.

Click on[Add to List].
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ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly atached document.

(ebeEn B A1 Dvare Aa e,
1) Exaer thes plf doeumenk that ¢onkane sttschiert (for seampls: Clappandi pof)

) At year opticn, select a document type andler enter a descriphon

Ty Dagcription

3] Add the Bename te the list ko below B wou haeee more aftachments, go back ta Sbep 1. When the kst of Benames is complete, cick en the et boten

dd o Lisl
;I Rarssus o Lisl

Wy Dot s e beracify_guideing_wo_sumenpng, pdi )s

Repeat the sequence for each additional attachment.
After adding al of the desired PDF documents as attachments, click on[Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 2MB in size, can be submitted in paper format. Present the
entire pleading with attachments to the clerk's office for handling.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

6. Modify docket text

Criminal . . Reports . Utilities

Motions

B00-cw-00101 Solich v. Stoops

Docket Text: Modify as Appropriate.

[N ~ | MOTION for Preliminary Injunction | on hehalf of Plaintiff Frank
Solich (attorney2, )
Mext | Clear |
5
Click on the button shown here to open a modifier drop-down list. Select a modifier
if appropriate.
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Criminal Query Reports Utilities

Motions
2:00-cw-00101 Solich v. Stoops

Docket Text: Modify as Appropriate.

| MOTION for Preliminary Injunction I on hehalf of Plaintiff Franl:

21h)

First

Third
J{Fourth

Fifth

Sixth
Seventh
Eighth
Minth
Tenth
Armended
Consent
Counter
Cross
Ermergency
Endaorsed
Ex Pare
Final
Interirm -

Click in the open text areato type additional text for the description of the pleading.

Criminal Query Reports utilities

Motions
F:00-cw-00101 Solich v. Stoops

Docket Text: Modify as Appropriate.

ISecund 'l MOTIOIN for Preliminary Injunction |t° cease and desist from | gn behalf of Plaintiff Frank
Solich (attorney2, )

Mext | Clear |

7. Submit the pleading.

Click on the[Next] button. A new M otionswindow appearswith the compl ete text
for the docket report.

Review the docket text and correct any errors. If you need to modify data on a

-

previous screen, click the ™ Back " button on the Netscape toolbar to find the screen
you wish to alter.
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Criminal * Query . Reports . Utilities

8.00-cv-00101 Solich v, Stoops

Docket Text: Final Text
Third MOTION for Preliminary Injunction to cease and desist by Attorney Bobby Donnell on behalf
of Plaintiff Frank Solich (Pleiss, Luta)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity
to modify this transaction if you continue.

t] Clear |

Click on the [Next] button to file and docket the pleading.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. Y ou will have
no further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens

by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.

ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired
screen.
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8. Notice of Electronic Filing
ECF opens a new M otions window displaying an ECF filing receipt.

Feports

SO0 0] Solichy =

Motice of Electronc Flng

[The following transacton was receved Bomm Bobby Donnell on 22002 a0 8:22 T O5T

C g ¥ anwi: Selich v, Sroops
Case Number:  £.00-cv-0010]

Docament Numbar: 2

ocket Text:
nird MAOTICOH For Preferinary Ingonction to cease and desist by Atternsy Bobby Domnsll on behalf of Plaintdf Frank Solich (Flees, Luta)

e following document(s) are associated with this transaction

ocument description: WMan Docenent

riginal fMlename: S WD CWEDeskro p/Cof 7. pdf

lectranic docmment §tamgp:

STAMY deectStamg T0=100214 3000 [Date=2072002] [Flelhanber=524%-0] [
ocabe e TdecebP 2 B30 Belioe Jadied |2 dTER2E 3 2ee 120401 02 10801 10 28408
boac 2T 10T AOCA26 20T 1A B0 24821265951 2144 T il SLERDEA 5]

A0 e 00 10] Notiee will be electromieally mailed to:
00 ev- 00101 Notice will not be elechonically mailed to:

obby Dennell
OFHELL, TOTURG LAW FIRR

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. Y ou should note this number on the document’s PDF file.

Select [Print] on the Netscape Toolbar to print the document receipt.

Select [Eile] on the Netscape menu bar, and choose Save Frame As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing represents your Certificate of Service. The
Court strongly urgesyou to copy it to afile on your computer hard-drive, printit, and
retain a hard copy in your persond files.

ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report also displays the names and addresses of
individuals who will not be electronically notified of thefiling. Itisthefiler’s
responsibility to serve hard copies of the pleading and the Notice of
Electronic Filing to attorneys and parties who are not set up for electronic
notification.
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E-Mail Notification of Documents That Were Filed

After apleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
one "free look™ at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. Thefiler is permitted one free
look at the document and the Docket Sheet to verify that the pleading was properly
docketed. The Court strongly urges you to copy the Notice of Electronic Filing and
pleading documentsto your hard-drivefor future access. Subsequent retrieval of the case
docket sheet and pleading from CM/ECF must be made through your PACER account
and is subject to regular PACER fees.

Note: Itistheresponsibility of filersto send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se partieswho have indicated they do not have E-
mail accounts.

Criminal Events Feature

Filing Documents for Criminal Cases
There are nine basic stepsinvolved in filing a criminal document:

1) Select the type of document to file (see Attorney Event Menu);

2) Enter the case number in which the document is to befiled;

3) Designate the defendant that the filing relates to;

4) Verify that the case number and caption are correct.

5) Designate the party(s) filing the document;

6) Specify the PDF file name and location for the document to be filed.
7) Add attachments, if any, to the document being filed.

8) Modify docket text as necessary

9) Submit the pleading to ECF

10) Receive notification of electronic filing
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After successfully logging into ECF, follow these stepsto file a pleading.

1. Select the type of document to file
Select Criminal from the blue menu bar at the top of the ECF screen. The Criminal
Event window opens displaying all of the events from which you may choose for your
filing. Thissection of the User's Manual describes the process for filingaMotion in
ECF. The processissimilar for filing other pleadingsin ECF.

Click on Motions, under Motionsand Related Filings

Criminal

Criminal Events

Charging Instruments and Pleas
Flea-Eelated Documents

Motions and Related Filings
Iotions

Crther Filings
Watvers
Service of Process
Motices
Trial Documents
Appeal Documents to USCA
Other Documents

The M otions screen appears and displays a motion selection field with a scroll bar
next toit. Scroll through the menu until you find the type of motion or application
you wish to file.

Criminal

Sevar :I

Withdraw Document
Withdraw Flea of Guilty

1]

Mext | Clear |

For demonstration purposes, highlight Suppress and click on [Next].
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Note: To select more than one motion, press and hold down the Ctrl key, and click on
each of the desired multiple forms of relief.

2. Enter the case number in which the document is to be filed.
A new Motions screen opens with a Case Number field. Enter the number of the case
for which you are filing a motion and click on [Next].

Criminal

Motions

Case Number

"32 —100 90.12345, 1:99-cw-12345, 1.99-cv-12345, 99cv12345, or 1:.99cw12345

Mext | Clear

Note: if the case number you are working on is 8:00cr101, you could enter the case
number in any of the following formats:
02-100
02cr 100
8:02-cr-100
8-02-cr-100
8:02cr 100
If the number is entered incorrectly, click [Clear] to re-enter. If the computer
prompts that you entered an invalid case number, click on [Back] to re-enter.
When the case number is correct, click on [Next]

3. Designate the defendant(s) that the filing relates to.

Criminal

Motions
selaet defendants

[T 8-02-cr-100-1 - Butch Cassidy
M 8-02-cr-100-2 - Sundance Eid

¥ Al defendarnts
Mext | Clear

Click in the boxes to place a check next to each defendant’s name that this filing
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relatesto. If it relatesto all defendantsin the case, check the box for “All
Defendants” and leave the other boxes unchecked. When finished selecting
defendants click on [Next].

4. Verify the case number and caption are correct.

Criminal

Motions

Click next if case number and caption are correct.

100 TEA v Cassidy et al

Clear |

Criminal

Motions
COURT USE ONLY: If the attorney name does not appear below click o

CIVIL CASES ONLY: If the name of the filer does not appear below clic]

Select the Party:

aintiff]
Butch Cassidy (1) [Defendant]
sundance Kid ) [Defendant]

Iext Clear

Highlight the name of the party or partiesfiling the motion. Click onthe [Next] button.
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6. Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screento display a new
M otions screen depicted below. ECF displaysafield for locating and entering the PDF
file of the document (pleading) you are filing in ECF.

Note: It isimperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to filein ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unable to retrieve and read your document from within ECF.

Criminal

Motions
&:02-cr-00100 USA v, Cassidy et al

Select the pdf document (for example: CA9%:w501-21 pdf).

Filename

f Browse... |

Attachments to Document: & No  Ves

Mext | Clear |

Click on the [Browse] button. ECF opens the following screen.

Lock jre | 3l PDF Fies =] ﬁl

File name: | Open I
Filez of wpe: IHTI'-.-1L Files j Cancel |

Change the Files of type from:

Files of type:  [HTML Files &l
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to:

)
Filez of ype:

Navigate to the appropriate directory and file name to select the PDF document
you wish to file.

Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click onthe highlighted file name to open aquick menu and left mouseclick
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. Y ou should view it to verify that it isthe correct
document.

File Upload
Look in: | 3 PDF files -

' cassid U Salect

9’ Print
Li La

Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button in the lower right corner of the File Upload window. ECF closes
the File Upload screen and inserts the PDF file name and location in the M otions
screen.

Criminal

Motions
§:02-cr-00100 USA v, Cassidy et al

Select the pdf document (for example: CA9%:w501-21 pdf).

Filename

IC:‘-.I-Igr Docuwnentsy PDF filesh\cassidy-m Browse... |

Attachments to Document: & WMo  Yes

Mext | Clear |
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If there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 6, “M odifying Docket Text,” to proceed with your
filing.

If you have Attachmentsto your motion, you will select [ Y es] on the screen depicted

above. Click on [Next] and proceed to the first step in Section 5, “Adding
Attachmentsto Documents Being Filed”.

In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error message after you click on the [Next] button.

Query . Reports . utilities

Motions
1-01-04011-PLF DEWITEIA EICH et al v. ARLENE ACEERMATT et al

< ERROR: Document iz not a well-formed PDF document (no further information is available).
\

ECF will not permit you to select afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the M otions screen. Select and
highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecf-train.ned uscourts_ gov - [JavaScript Application]

& Mate: ¥ou have not selected a docurnent.

If you click [OK] from the screen depicted above ECF will returnyou totheM otions
screen. Y ou cannot proceed without attaching a PDF document.

7. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, anew M otions screen appears.
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FEeport=s * Ll - Lsppm

Motions
Dv-0010] Solieh v

Select one ar mare attachments
1) Ercter the pdf docunent that containe attachroent (for exampls: Cappendi pdf)

Filename

& At your ophon, select a document type andfor enter 2 descnphon

Type Description

[ gl

3) Add the Sename to the kst bk below. I yon have more attachments, go back to Step 1. When the Est of Glenames is complete, cick on the Mazt buten
- dudd o List

Remove fiom List |

=

_Mant |

Click on [Browsg] to search for the document file name of the attachment.

Next to thefield for attachment Type, click on the arrow and ECF opensapulldown
screen. Highlight the type of attachment from the displayed selection.

To describe the attachment more fully, click in the Description box and type aclear
and concise description of the attachment.

Click on[Add to List].

ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly attached document.

e be it wive a1 nwre AT R,
1) Enier thes pf doeument that ¢onkame sttschanent (for seampls: Clappandi pdf)

2] At yeaw opticn, select a document type andlor enter a description
IyFe Diagcrigtisn

3] Add the Bename to the st box belewe. B pou have mere attachments, go back to Step 1. When the list of Benanees iz complete, cick on the Mest buten

Add o Lisi
= Pz b Liel

Wy Diotuiansree boracaify_g uideling_w_sumimpng, pdi )8

Repeat the sequence for each additional attachment.
After adding all of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed electronically and when
scanned are greater than 2M B in size, can be submitted in paper format. Present the
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entire pleading with attachments to the clerk's office for handling.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

8. Modify docket text

Criminal Query . Reports . utilities

Motions
B:02-cr-00100 T3A v Cassidy et al

Docket Text: Modify as Appropriate.

OTION to Suppress I by Attorney Luta K. Pleiss as to defendant(s) Butch

Cassidy , Sundanea\Eid . (Fleiss, Luta)

Mext | Clear |

Click on the button shown here to open a modifier drop-down list. Select a modifier
if appropriate.

‘ F Ciwil 0 Criminal * Query * Reports 0 Utilities

Motions
B02-cr-00100 TTEA w Cazsidy et al

Docket Text: Modify as Appropriate.

I 'l MOTION to Suppress I by Attorney Luta K. Pleiss as to defendant(s) Butch
ce Kid . (Pleiss, Luta)

Supplemental

Click in the open text areato type additional text for the description of the pleading.

:
Motions
B0Z2-cr-00100 TIEA v Cassidy et al

' F Ciwil . Criminal . Query . Reports . utilities

Docket Text: Modify as Appropriate.

IAmended 'I MOTIOIN to Suppress |EVidEncE retrieved from D hy Attorney Luta K. Fleiss as to defendant(s) Butch
Cassidy , Sundance Kid . (Pleiss, Luta)

Mext | Clear |

9. Submit the pleading.

Click on the[Next] button. A new M otionswindow appearswith the complete text
for the docket report.
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Review the docket text and correct any errors. If you need to modify data on a

-

previous screen, click the' Back button on the Netscape toolbar to find the screen
you wish to alter.

Criminal . Query . Reports . Utilities

Motions
B:02-cr-00100 USA v. Cassidy et al

Docket Text: Final Text
Amended MOTION to Suppress Evidence refrieved from Defendant's car by Attorney Luta K. Pleiss as to defendant(s) Butch
Cassidy, Sundance Kid. (Pleiss, Luta)

Attention!! Pressing the WEXT button on this screen commits this transaction. You will have no further opportunity to modify this
transaction if you continue.

Click on the [Next] button to file and docket the pleading.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. Y ou will have
no further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens
by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired
screen.
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10. Notice of Electronic Filing
ECF opens a new M otions window displaying an ECF filing receipt.

Feports

SO0 0] Solichy =

Motice of Electronc Flng

[The following transacton was receved Bomm Bobby Donnell on 22002 a0 8:22 T O5T

C g ¥ anwi: Selich v, Sroops
Case Number:  £.00-cv-0010]

Docament Numbar: 2

ocket Text:
nird MAOTICOH For Preferinary Ingonction to cease and desist by Atternsy Bobby Domnsll on behalf of Plaintdf Frank Solich (Flees, Luta)

e following document(s) are associated with this transaction

ocument description: WMan Docenent

riginal fMlename: S WD CWEDeskro p/Cof 7. pdf

lectranic docmment §tamgp:

STAMY deectStamg T0=100214 3000 [Date=2072002] [Flelhanber=524%-0] [
ocabe e TdecebP 2 B30 Belioe Jadied |2 dTER2E 3 2ee 120401 02 10801 10 28408
boac 2T 10T AOCA26 20T 1A B0 24821265951 2144 T il SLERDEA 5]

A0 e 00 10] Notiee will be electromieally mailed to:
00 ev- 00101 Notice will not be elechonically mailed to:

obby Dennell
OFHELL, TOTURG LAW FIRR

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. Y ou should note this number on the document’s PDF file.

Select [Print] on the Netscape Toolbar to print the document receipt.

Select [Eilg] on the Netscape menu bar, and choose Save Frame As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing represents your Certificate of Service. The
Court strongly urgesyou to copy it to afile on your computer hard-drive, printit, and
retain a hard copy in your personal files.

ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report also displays the names and addresses of
individuals who will not be electronically notified of thefiling. Itisthefiler’s
responsibility to serve hard copies of the pleading and the Notice of
Electronic Filing to attorneys and parties who are not set up for electronic
notification.
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E-Mail Notification of Documents That Were Filed

After apleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Only attorneys of record in the case are able to view pleadings in
Criminal casesviatheinternet. Attorneysin multi-defendant casescan only view,
viatheinternet, thosefilingswhich relate directly to the party they represent. All
other pleadingsmay beviewed at the courthouse. Individualswho receive electronic
notification of thefiling are permitted one "freelook” at the document by clickingonthe
associated hyperlinked document number embedded in theNotice of Electronic Filing.
Thefiler is permitted one free look at the document. The Court strongly urges you to
copy the Notice of Electronic Filing and pleading documents to your hard-drive for
future access. Subsequent retrieval of the case docket sheet and pleading from CM/ECF
must be made through your PACER account and is subject to regular PACER fees.

Note: It istheresponsibility of filersto send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se partieswho have indicated they do not have E-
mail accounts.

Add/Create a New Party

In rare cases you may need to add a party to the ECF system. If the party you represent is
not listed in the “Select a Party” screen, click on Add/Create New Party. The screen
depicted below will appear.

ZECF = -

Search for a party

Last/Business name ||

search | Clearl

Y ou must first perform a search to seeif your party is aready entered on the ECF system.
Type thefirst few letters of the party’s last name for an individual, or the first few letters
of the company name. Click[Sear ch].

If amatch isfound, ECF will display alist of party names. If the name of the party you
represent appearsin thelist, click on it and then click [ Select name from list]. Review
the party information and select the party’srolein thisfiling. Click [Submit].

If amatch is not found, or your party does not appear in the list, click [Create new
party].
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ECF displays the following screen.

Criminal
Party Information 2/%/2002
Last name |Smi1:h First name |
WIiddle name | (Generation I_ Title |
SSN [ iz TaxID |
Role IDefendant {dit:pty) ﬂ Pro se m
Office Address1 |
Address 2 Address 3 |
City State | = Zip |

Phone Fax |

E-mail

|
|
|
County | =l Country |
|
|
|

Party text

Start date |239f2002

Submit | Cancel | Clearl

For a company, enter the entire company name in theL ast Name field. Choose the
appropriate Role from the drop down list. Click [Submit].

For anindividual, fill out the Last Name, First Name, Middle Name, Generation
and Title fields as appropriate. Choose the appropriate Role from the drop down list.
Click [Submit].

Leave al other fields blank.
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Linking Documents (Refer to existing event)

Some pleadings such as Briefs and Indexes should be “linked” to their related documents
in the case. When filing these and certain other types of documents you will be presented
with the following screen.

Other Documents

" Refer to existing event(s)?

Mext | Clear |

An “event” in CM/ECEF is anything that has been filed in acase. To link the document
you are currently filing to a previoudly filed document, check the box in front of “Refer
to existing event(s)?” and click [Next].

Other Documents

Selact the categary to which your event relates.

Type i~
adr
answer

appeal
appeal-cr
charge-cr

cja

crmp
detentian-cr
discoy hd

Filed | to |

Documents I to I

Mext | Clear |

This screen requires that you filter the list of documentsin the case by the type of
document that you want to link to. Thetype list appearsin alphabetical order. Document
typesin thislist are the same as the types listed in the main filing menu. For example, to
link to aBrief, you would choose the type “Oth_Doc” because Brief appears in the “Other
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Documents” section of the main menu. Y ou must choose atype on this screen. You also
have the option of entering filed dates or document numbersif you would like to further
narrow your search.

Once you select the type of document and click [Next] you are presented with alist of
documents that match your search criteria. For this example we have selected Motion as

the type.

Criminal Query

Other Documents

Select the apprapriate event(s) to whick your event relates.

W 05012002 2 MOTION for Preliminary Injunction by Attorney guestaty on behalf of Defendant
Bob Stoops (guestaty,

M 05012002 3 MOTION for Extension of Time by Attorney guestaty on behalf of Defendant Bob
Stoops (guestaty,

Mext | Clear |

Click the checkbox for the document you wish to link to and click [Next].
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Query Feature

Registered participants should use thisfeature to query the Electronic Case Filing (ECF) system for
specific case information. To enter the Query mode, click on Query from the Blue menu bar of
ECF.

Z )
0 Civil +  Criminal - + Utilites +  Logout o_

ECF opens the PACER L ogin screen. You must enter your PACER login and password before
ECF permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. You
must have a PACER account in order to retrieve, view, and print certain documents.
Beginning July 2002, you will be charged afee of $.07 per page to access documents, docket
sheets, etc. from ECF.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted
below. If you know the number that the Court has assigned to the case, enter it in the Case Number
field and click onthe[Run Query] button. ECF opensthe query screen depicted in Figure B onthe
next page.

EE F Civil + Criminal + Query + Reports + Utilities + Logout

Query

Search Clues

Case Mumber |IIIIII—1III1 (Examples: 99-600, 1:99cva00) Def Murmber |

or search by

Filed Date | to ]
Last Entry Date | tnl
. 0 (zerc) :l
Mature of Suit 110 (Insurance)
120 (Contract Marine) hd

ar search by

Last Mame | (Examples: Desota, Des™)

First Marme | hiddle Marme

Type I vI

Fun Query | Clearl

Y ou may query the ECF database by the name of a party or an attorney to the case. Enter the last
name of the party inthe appropriatefield. If morethan one person with that nameisin the database,
ECF returns a screen from which to select the correct name (Figure A). If you click on the name of
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the party, ECF will open the query screen depicted in Figure B. If theindividual isa party to more
than one case, ECF will open a screen listing all of the party’s cases. Click on the case number
hyperlink and ECF opens the query screen depicted in Figure B.

Figure A

Query . Reports . Utilities . Logout

Select A Person

There were 2 matching persons.

Jackson, Dawvid A (aty)
Jackson, Thomas Charles (aty)

After querying the database by case number, name, or nature of suit, ECF opens the
Query window for the specific case you selected. See Figure B.

Y ou may also query a case by the nature of suit. Y ou must enter arange for either the
filed date or the last entry date in order for the query to run. To search for all casesof a
certain type, use the date 1/1/1970 as the "beginning of time.” When you run the query,
if there is more than one case that meet those criteria, you will get a screen similar to the
onein Figure A, but listing multiple case numbers.

Figure B

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Datefiled: 07/02/2001 Date of last filing: 08/20/2001

Query
Alias
Associated Cases
Attorney
Case Summary
Deadline/Hearing
Docket Report
Filers
History/Documents

Party
Related Transactions

Status

At the top of the window, ECF displays the case number, parties to the case, presiding Judge, date
that the initial claim was filed, and date of last filing for the case. Y ou may choose specific case
information from alargelist of query optionsby clicking on the appropriate hyperlinked nameon the
screen. The following paragraphs describe several of the available case-specific query options.
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Attorney
Displays the names, addresses, and telephone numbers of the attorneys who represent
each of the parties to the case.

Case Summary
Provides a summary of current case-specific information as represented below.

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Datefiled: 07/02/2001 Date of last filing: 08/20/2001
Case Summary
Office: Washington, DC Filed: 07/02/2001
Jury Demand: Both Demand:
Nature of Suit: 442 Jurisdiction: Federal Question
Cause: 28:1983 Civil Rights Disposition:
County: Terminated:
Origin: 1 Reopened:
Lead Case: None
Related Case(s): None
Flags: JURY, TYPE-H
Party 1: WAYNE HARRELL (pla)
Party 2. DISTRICT OF COLUMBIA (DFT)
Atty: Ruth Ann Lowery  RepresentsParty 1: pla Phone: (202) 789-6064
Fax: (202) 789-6190
E-mail: rlowery@bdlaw.com
Atty: David A. Jackson  Represents Party 2: dft Phone: (202) 724-6618

Deadlines/Hearings

Produces a screen that allows you to query the database by various meansto obtain hearing
and other schedule deadlines. If you query as illustrated below, ECF opens the
Deadline/Hearings screen depicted on the next page.

Deadlines/Hearings
Sort by |Due/Set | |Document Number —
Deadline/Hearing
| ~| [Filed _

‘Due/Set

Satisfied

KN EEN

Run Query | Clear |

Terminated

After the window opens, if you click on a document number, ECF will display the actual
Scheduling Order for the conference or hearing.
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1-01-01465-JR HARRELL v. DISTRICT OF COLUNMBIA
Jamnes Eobettzon, presiding
Date filed: 07/02/2001 Date of last filing: 05/20/2001
Deadlines/Hearings
Doc. Deadline/Hearin Event DueiSet Satisfied | Terminated
No. . Filed
7 @ Tury Trial 0&20/2001 |07ME2002
at 09:30 AN
7 @ Final Pretrial Conference [08/20/2001 |08/27/2002
at 04:30 P
7 @ Status Conference 0&20/2001 |01ME2002
at 04:30 PII
@ Meet & Confer Hearing |07/31/2001 |08/08/2001 08082001
at 02:00 P
1 @ Answer due from DO |07/02/2001 (074232001 |08/06/2001

If you click on the button to the left of the Deadline/Hearing title, ECF will display the
docket information and related docketing entries for the hearing that you selected.

Docket Report
When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.

Criminal

Docket Sheet

Case number IE’E’—F-"':'D

" Entered D

Documents | to I

¥ Include terminated parties
™ Inchude links to MNotice of Electronic Filing
¥ Include Caption

Sort hy |Oldest date first LI

Run Report | Clear |

You may select a date range for your docketing report as well as a range of docketing
numbers. If you leave the range fields blank, ECF will default to print the entire docketing
report. Place acheckmark in the box to I ncludelinksto Notice of Electronic Filing if you
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wish to view them from the docket sheet. After you have selected the parameters for your

report, click on the [Run Report] button. ECF will run your custom docketing report and
display it in awindow as depicted.

The document numbers in the middle column of Figure 23B are hyperlinks to PDF files of
the actual documents. Place your pointer on the button next to the document number and
click to display the Electronic Notification Report for the document.

History/Documents

This selection queriesthe databasefor case event history and documents associated with the
case. After you'tlick on the Histor y/Documentshyperlink, ECF opensthe screen depictedin
Figure 24. Y ou may select the sort order for the query report and chooseto exhibit al events
or only those with documents attached. ECF also offersyou the option to display the docket
text in the report.

Figure24

Reports . utilities

History/Documents

de All events (history
‘  Only events with documents

Mast recent date first j
Oldest date first

After making your selections, click on the [Run Query] button. ECF queries the database
and builds your report. Figure 24A depictsaportion of aHistory/Documentsreport. This
particular report lists all of the events and documents associated with the case in reverse
chronological order. It also displays the docketing text for all docketed events.
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Figure 24A

1-01-01462-JR HARFELL . DISTRICT OF COLTMELS
Jamws Boberison, presidg
Trate Mheed: OTHNZ2007 Drane of lase filng: 002072007

History
- Frevate Type Dhockoet
Dratas Dreseription Event Subtype Fart I
022007 (Meet aned Coanfier Stabement e 34
LLTeCa T i [ ettt
Feggs MEET AW OONFER STATEMENT. (Leweary, Futh)
0007 |Sehaduling Cirder cedar 6
003000 =

FLEE. Frml premial conference setfor G272000 at 430 FIG jary tnal set for HEAA002 at 230 AL status confereme et ||

order Eny

sedddl

erence set for GEW200E at 430 FM, jory tnal set for WEMR2O0E at 530 ARS. stabns conference et
gust 200, 2001, (MT, )

Pl

Ertarad-
Decit Tzl STHEDULIN G ORDER: Fral pretnal «
for WEIZ002 ot 430 FM. Sigred by Fudge Janes FEobertsan

- |Filed! 0N 007 (Meet pwd Confer Hear hearing iz
Hrrapad: LU= Rl ilop] mehrg

Deeket Toxis Mints Entey: Bset and Ceefor Haarme beld oo 38329007 befoes Jodgs James Rebertzen in chanibere (Hat rep crtad) (mip, )
- |Prisd: 0515007 [ Calendar Bairy utility 17

Entgred: LCrT Rty calentry

Decker Texiy Cakendar Entry, SetFeset Heanngs: Meet and Confer Heanng set for 2002007 0200 fore Judge James Eobertson m chambers, (mp, )
- Filpd: O30T | ZetEepet Heamgs uhility 1%

You may view a PDF file of actual documents by clicking on the document number in the
far-left column of the onscreen report.

Other Queries

The processfor selecting and running other queriesintheQuery feature of ECFissimilar to
what has been described above.

Reports Feature

The Reports feature of ECF provides the user with several report options. After selecting the
Reports feature from the Blue menu bar, ECF opens the Reports screen depicted in Figure 25.

Figure 25

Reports

CalendarEvents
Cases Filed
Docket Sheet

If you select Cases Filed or Docket Sheet from the screen depicted in Figure 25, ECF will ask
you to login to PACER. You may view Court Calendar Events for a case without logging into
PACER.
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Docket Sheet

Click onthe Docket Sheet hyperlink in Figure 25 and ECF opens the PACER login
screen.

Enter your PACER login and password. Click on the[L ogin] button and ECF will open
the Docket Sheet report query window depicted below.

Criminal

Docket Sheet

Case number IE’E’—F-"':'D

" Entered D

Documents | to I

¥ Include terminated parties
™ Inchude links to MNotice of Electronic Filing
¥ Include Caption

Sort hy |Oldest date first LI

Run Report | Clear |

Thisisthe same query window that ECF displayed when you selected Docket Report from
the Query feature (Page 29). Enter the case number for your docket sheet in the Case
Number field. Select parametersfor the remainder of the data entry fieldsand click on the
[Run Report] button. ECF will display afull docket sheet for the case you selected. Seethe
Query feature section of thismanual for adepiction of a partial docket sheet report. If you
do not need a compl ete docket sheet, you can narrow the query using the date filed/entered
fields. ECF aso offers various sorting options from the Docket Sheet query screen.
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Civil Cases Report

The Civil Casesreport provides you with the flexibility to query the ECF database to locate
cases electronically filed within a specific date range, or by Nature of Suit and Cause Code.
When you click on the Civil Cases hyperlink, ECF displays aquery screen asdepicted here.

Civil Cases Report
e e e - —— 5] Cause
4 Lirezoki Cidl off swdt O (28] I'Iaq;s ISR OTION 0 (Mo caimke ook antsmd)
7 Monh Flate =] Miscelanams = 11 fsuancs) =l AIFORM =l 0Z0M31 2431 Fed. Ekition.) =l
Flad [o/23/2002 B0 [iorzaszece
. B Oigeem
Terminal digitis) naT e
imlyll'.lsrﬂurrhw j 3' 3
Run Repot Chaw |

Note: If you are not logged into PACER, ECF will display the PACER login screen.
Login to PACER and ECF will open the Civil Cases Report screen.

Enter therange of casefiling datesfor your report and select aNature of Suit or Cause Code,
if youwish to narrow your search. If you leaveal fieldsblank, ECF will display areport for
all cases opened in ECF. This picture depicts part of areport of al casesfiled in ECF at the
U.S. District Court from 9/23/2002 to 10/23/2002.

Civil Cases Report
Versiom 1 - T.5. District Conrt of Nebraska
Fiibed Bpart Perfod: 09230000 - 100232002

Cape Namber” Py Date Clased’ | Days

Tl e nad) Retlosid  Panding Dwiza
A1 cp- 03257 Fioals (R252002 3 | Cauces 281345 Vislation of Tl Bights
Aindersomn et al v Gale WO Cral Eaghbs: Wotng
kw4 Liscoln

Pragider: Bichard 3. Eopf
Rrrrrwd; Darnd 1. Praster
Wy aewrwals Floae

A02-op-03258 Fiigas CHZEHD002 €3] Causer 222254 Peatica for Wit of Habeas Coipus [State)
Lojan v. Feamey WO Habams Corpus (Ganecal)
e o Linoln

Pragdor: Liie B. Strem
Rrirrrad; Eathlesn & Tandzcenos
ey aewrwals Floae

Tase Flage: HABEAS

A0g-cy-N32 37 Fikral: OWZHZO02 31 Cawsrs 267401 IRT. Tax Linkdiy
T4 v Wooley RO Tanes
i  Linzoln

Prosider; Bichard . EKopf
Rateread! Dornd L. Piester
wfury dermamas Pleas

M 0g-ce- 03260 Falrals CZ42002 0 w42 2000 Tob Ciscriminaticn (Empleymment)
Bl ore v, Linzodn HROEE Tl Reighta: Other
&ifizer < Lincoln

Presidrry Wamen E. Urboem
Fagterrai! Dirnd L. Piester
wfury demmrmas Flanbf

The far-left column of the Cases Filed report contains hyperlinked case numbers. If you
click on aparticular case number, ECF opens the Docket Sheet report window from
which you can retrieve the docket sheet for the selected case. Follow the instructionsin
the previous section for a Docket Sheet report.
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Utilities Feature
The Utilitiesfeature providesthe meansfor registered usersto maintain their account in ECF andto
view all of their ECF transactions.

Criminal

Ttilities

Your Account
MWMamtam Your Account
Wiew Your Transaction Log

Edit Data

MMiscellaneous
Legal Besearch ...

Wlalings.

Wenfy a Document
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Your Account

Thissection of the Utilitiesfeature provides you the capability to maintain certain aspects of
your ECF account with the Court and to view alog of all your transactions within ECF.

Maintain Your Account

Click on the Maintain _Your Account hyperlink to open the Maintain User
Account information screen.

Mamtain User Account

Last name |wES| First name |
Middle name l— Generation l—
Title | Type crt
Office [Uill E. Shorc
Address 1 |Techical Writer
Address 2 |
Address 3 [Room 2301
City | Stae [ mp [
Country Ii County I—;,
Phone [(z02) 354-3297 Fax |
BarId Bar status
Initials DOR AO code End date
Emaill infarmation... | Maore user infarmation. .. |
Submit | Clearl

This screen displays al of the registration information that is contained within the
ECF database for your account with the Court. ThisincludesBar Identification and
Bar status. DO NOT CHANGE YOUR MAILING ADDRESS. CONTACT THE
CLERK'SOFFICE TO REQUEST A CHANGE OF ADDRESS.
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Clicking on the [E-mail infor mation] button opens the following screen.

E-mail information for wes

Primary e-mail address william shortfded.uscourts.gov =
ki »
Send the notices specified helow
¥ to my primary e-mail address
;I
™ to these additional addresses =
|« _>l_I

¥ Send notices in cases in which I am involved

[~ Send notices in these additional cases =

% Send a notice for each filing
" Send a Daily Summary Report

. & html format for Netscape or ISP e-mail service
Format notices

= text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen I Clear |

ECF will E-mail to parties their Notices of Electronic Filing based upon the
information entered in thisscreen. Perform the following stepsto enter additiona e-
mail addresses for individuals that you wish ECF to notify regarding new case
pleadings and documents.

From the screen depicted in Figure 31A, enter a check mark by clicking on the
box to the left of the line, which reads “to these additional addr esses”.

Enter the e-mail addresses of those individuals you wish to notify concerning
ECF activity. This data entry field has a capacity of 250 characters for
approximately ten E-mail addresses.

E-madl nfermvation lon wes
Pli-li’ll‘,l' we-prealll ldvess i1 Lalu_al-nrt[ldcd.u:lcnuur.:.um' _,i’

Li]

Swrad the otices sperifivd belaw
oo my primary e-meall address

john_doeBdosbuckandfawn . com

tn these addittonal addee 58 K e T L e BT T o
£

F Send netees in cases in whick T am involved

" Bend matices in these additional cases -

B

=

& Zend a notice for vach fEng

T Bend a Dally Spmamary Fepart

& himd fammat for Metseape er ISF o-maal sorvice

= taxt format far ee=IMail, GraepWise, vther s-mail service

Fetusm ho Account scieen J Clhear ]
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Stipulate the format of the ECF notices by sel ecting your choice from the bottom
of the screen.

If you wish to enter completely new information about your account, use the
[Clear] button to clear the fields on this screen.

After updating your account information, click on the[Return to Account screen]
button to return to your Maintain User Account screen (Figure 30).

To edit or view login information about your account, select the button labeledMore
user information, fromthe Maintain User Account screen. ECF opensthe screen
depicted in Figure 32.

Figure 32

—
More User Information for wes

Login [shortw Lastlogin 08-31-2001 11:03

Password I*ﬁxw*ﬁw*xww
Prid 2231
Registered IY_L,

Groups Cuality Control

Return to Account screen

Cuarrent login  09-04-2001 11:.03
Create date 08/02/2001
Update date 08/16/2001

Clearl

This screen displays user login information and provides the means to change your
ECF password. Noticethat ECF displaysastring of asterisksin the Password field.
To change your ECF password, place your cursor in the Password field and delete
the asterisks. Typeinyour new password. ECF displaystheactual charactersof your
new password asyou type. When you have completed your interface with ECF from
thisscreen, click onthe[Return to Account screen] button to reopen theMaintain
User Account screen. When you are satisfied that all of your account informationis
accurate and up-to-date, click on the[Submit] button at the bottom of the M aintain
User Account screen to submit your changesto ECF. ECF will notify you onscreen
that your updates were accepted. 1f you changed passwords, you may begin using the
new password during your next ECF session.

View Your Transaction Log

From the Utilities screen, click on the[View your Transaction L og] button. ECF
opens a screen with two fields for entering the Date Selection Criteria for a
Transaction Log Report. Enter the date range for your report and click on the
[Submit] button. ECF displays areport of all your transactions in ECF within the
date range you specified for Date Selection Criteria. See Figure 33 for a sample
transaction log report.
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Figure 33

Id Trate

3212 0322001 13453

3326 QRIT2001 118412
FR30 QEAA001 120151

3337 0272000 120513

3335 0272001 142352

3336 0272001 14:30:43

F3IT 0RR2001 154955

F33E Q272001 161342

3339 Q2222000 10:13:15

337 09042001 142126
31 092001 142157

Coampe Number

01-4011

014011
01-4011
01-4011

01.4011

01-4011

01-4011

11-4011

014011

otal Member of Transactions: L1

Tronsartien Leg
Report Ferind: 08162001 - 00042001

Text

Eirst MOTION for Permanent Injuracticn by ARLENE ACEEER AN, Ersporses due by 945001, Beples due by
WI200]. (Attschrents: # (1) Exhibit Test D' acumenk)(wes, ]

Birst MOTION fae Prabraary junction by ARLENE ACEKERMAM. Brsgpentss dus by 2002001, Bapbes dos by
BE0E00], fwer

BEZPOTEE m Oppesifion re [2] Bed by DEMITELA BITE. (wes, )

CELEE. temporanly granteg Meten for Prebminary Injunction [2] . Motion refemed to thealdl | Sgned by Judge
sullivan enniedt g on DREERTL (wee, )

EESPOHSE e Mlatwn 1o [2] Predeaeses Nejumetizn fad by DEMITELL FITE. (Attachments: # (1) Esdiba Exbibos
are berg held i the Clerk's office m paper Eormat) (wes, )

BESFIOMEE ke MWobon re [ 1] Pereagerart Syciicn fled by ARLEME ACEERMAMN. {Attachments @ [ 1) Exhibt
exhibaits are being held in the Cleck's office in paperhises, )

Sl BMOTION for Preleninary pmction by phanigll G defendest b coose oml demst e assigusen af
Blriatfl ia sqaserta duly by ARLENE ACEERMAY. Hespensas dae by BI12001. Rephes due by 312001
[wes,. ]

BOTICH fer Frelmunary Inpanction ie crase avd drasi_frows oragaimg plaomiily to wark ap a sfriena momior by
DEMITEIA BITE Feaponess o by 85172001 Baphe oo by ZE1200 1. (e, )

S BADTIORT Bor Frebroinary Ingmetion fe conee and dacis the s geemst o platd e cafners moniicr by
DEMITELA EIZE Responses due by W10 1. Bepbes doe by W4201. (wes, )

Opdated person record: wes Pnd: 2231

Updated user record shartw 2231

Use this feature of ECF to review your transactions and to verify that:

all of the transactions you entered are reflected in the Transaction Log

no unauthorized individuals have entered transactions into ECF using your
login name and password.
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Miscellaneous
ECF provides three Miscellaneous functions within the Utilities feature of the system.

Legal Research

Mailings

Verify a Document
When you click on the L egal Resear ch hyperlink from the Miscellaneous screen, ECF
opens a new screen that contains hyperlinks to a Law Dictionary, aMedical Dictionary,
and Westlaw viathe Internet. Select the Verify a Document hyperlink to open a query
screen and enter datain the screen fields to locate a particular document attached to a
specific case number. Thereisaso aMailings hyperlink that opens a new screen for
making or requesting mailings from ECF.

Logout

After you have completed all of your transactions for a particular session in ECF, you should exit
from the system.

EECF Ciwvil + Query + Reports +  Utilities

Click on the L ogout hyperlink from the ECF Blue menu bar. ECF will log you out of the system
and return you to the ECF login screen as depicted in Figure 4 of this manual.

Additional Information Regarding ECF

Sealed Documents

Continueto file sealed documents at the District Court Clerk’s officein accordancewith the
existing practices and procedures for conventional filing.
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